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Welcome to the Section 111 Coordination of Benefits Secure Web Site (COBSW) Account Designee Registration 
course. 
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The topics in this course include: a summary of the Account Designee's user role and registration process and 
Login ID and Password guidelines. 
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Account Designees are optional users associated with an Responsible Reporting Entity (RRE) ID account who 
assist the Account Manager in managing the RRE account and data file exchange.  

As an Account Designee, you will be able to perform most of the functions on the site, including submitting 
Section 111 files, but will not be able to invite additional users  

to be associated with the RRE ID nor may you update RRE ID company information. Only the Account Manager 
can invite and manage the users associated with the RRE ID. 
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Account Designees are assigned by the Account Manager. After the Account Manager adds the Account 
Designee to the RRE ID account, the system sends an invitation E-mail to the Account Designee,   

containing a specific URL.  It is necessary for the Account Designee to use this URL, as it contains a specific 
token which allows access to the registration site.  

The Account Designee will also verbally receive a Pass Phrase from the Account Manager that must be entered 
during the Account Designee’s registration. 

An Account Designee registers on the Section 111 COBSW, using the information contained in the system-
generated E-mail sent to him/her and the Pass Phrase given to him/her by the Account Manager. 

You will only go through this process once as you need only one Login ID no matter how many RREs you will 
work with.  

To successfully register as an Account Designee, follow the steps outlined in this course. 
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Click on the URL and token provided in the invitation E-mail sent by the Coordination of Benefits Contractor 
(COBC). 

 



Account Designee Registration Sunday, March 31, 2013 

 

Page 7 of 30 

Slide 7 - of 30 

 

Slide notes 

The Login Warning page displays, detailing the Data Use Agreement. 

 



Account Designee Registration Sunday, March 31, 2013 

 

Page 8 of 30 

Slide 8 - of 30 

 

Slide notes 

The Login Warning page may be printed by clicking the Print this page link in the upper right-hand corner of the 
page. 
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Review the Data Use Agreement. If you agree to the terms, click the I Accept link.  
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The Registration page informs you that you have been assigned as an Account Designee for the Responsible 
Reporting Entity (RRE) listed on this page. 
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Enter the Pass Phrase provided earlier by the Account Manager.  The Pass Phrase is case-sensitive. 
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Read the User Agreement.  If you accept the terms, check the I Accept box. 
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Click the Continue button. 
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The Account Designee Personal Information page displays. 

 



Account Designee Registration Sunday, March 31, 2013 

 

Page 15 of 30 

Slide 15 - of 30 

 

Slide notes 

Enter the required information and click the Continue button. 
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For NGHP, foreign RREs select “Foreign Country” from the State dropdown menu. The rest of the address fields 
are not required. 
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The Account Designee Login Information page displays. 
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A Login ID and Password are needed to access the Section 111 COBSW.  You must set up a Login ID and 
Password using the following guidelines. 

Login IDs must be 7 characters; Login IDs must be in the format of AA999AA (first two alphabetic, next three 
numeric, last two alphabetic); 

Passwords must be changed every 60 days; Passwords must be 8 characters in length; Passwords must contain 
a mix of upper case letters, lower case letters, and numbers  

(at least one of each type must be included); Passwords cannot be changed more than once per day; Passwords 
cannot contain a user’s Login ID; 

Passwords cannot begin with a number; Passwords must be different from the last 6 Passwords; Passwords 
cannot contain a reserved word. 

If a user changes their Password in another COBSW application, it will be changed in all COBSW applications. 
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Enter a Login ID and Password using the guidelines. 

 



Account Designee Registration Sunday, March 31, 2013 

 

Page 20 of 30 

Slide 20 - of 30 

 

Slide notes 

Select and answer two security questions. 
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Click Continue. 
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The Designee Summary page displays. This page provides a summary of all of the information you have entered. 
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Review the summary information. If changes are required, click the Edit button beneath the appropriate section 
and make any necessary changes. 
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Once all information is correct, click the Continue button. 
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The Thank You page displays describing the next steps in the process. You should print this page for your 
records and store in a secure location. 
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This page also lists your assigned RRE ID which is the RRE account to which you have been assigned. 
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Additionally, this page identifies the Electronic Data Interchange (EDI) Representative for this RRE ID.  This EDI 
Representative can assist with questions regarding the RRE account. 
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Click the Section 111 Home link to go to the Home page to login to the site to manage RRE account information. 

 



Account Designee Registration Sunday, March 31, 2013 

 

Page 29 of 30 

Slide 29 - of 30 

 

Slide notes 

You have successfully completed self-registration on the Section 111 COBSW. 
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